
 

 

 

 
  

 

 

 

CAUSAL TOURISM OFFICER VACANCIES  

JOIN OUR TOURISM & EVENTS TEAM 

 

You can make a difference for your community by delivering an exceptional visitor experience. 

YOUR CONTRIBUION  

• Create an environment where visitors feel welcome 

• Provide information about our events and attractions 

• Conduct tours 

• Help with retail sales 

• Crew the PV Jandra 

• Maintain the Back O’Bourke Centre to a high standard 

OUR COMMITMENT TO YOU 

• A welcoming workplace where respect, safety and support are valued 

• Opportunity to gain new skills through on-the-job learning 

• Professional uniform 

• Interesting work 

 

Download the application pack at Positions Vacant - Bourke Shire Council (nsw.gov.au). If you 

would like more information, contact Ben Nott on 02 6830 8000. 

Email applications to jobs@bourke.nsw.gov.au 

 

https://bourke.nsw.gov.au/council/positions-vacant/
mailto:jobs@bourke.nsw.gov.au


 

 

 

 

 
 
 
 
 
 
 

Position Tourism Operations Officer 

Reports To Coordinator Tourism & Events 

Department Economic Development 

Band/Level Band 2 / Level 1 

Grade 3  

Date Revised September 2022 

This position description broadly describes the accountabilities, duties and conduct of an employee of 

Bourke Shire Council. The role will change over time, in line with the changing strategic and operational 

requirements of the organisation. 

Primary Purpose 

Deliver professional operational, administrative and customer service support to create a positive visitor 

and resident experience. 

Council Values 

Council’s values of Openness, Honesty, Respect, Accountability, Objectiveness, Leadership, Selflessness 

and Integrity guide the decisions, actions and conduct of all employees.  

Core Accountabilities 

• Oversee the day-to-day operation of the Centre’s front of house function including rostering, 

supervision, decision-making support and resolution of simple service issues. 

• Deliver administrative support including but not limited to keeping registers and databases, 

preparing correspondence, reports and documents, banking and reconciliation, maintaining 

schedules and diaries and coordinating the purchase of stock and other items required by the 

Department. 

• Coordinate the activities of the Function Centre including customer enquiry, viewings, 

bookings and liaison. 

• Monitor and report on retail stock levels to ensure proper supply and ensure presentation 

maintains customer interest to facilitate continuous revenue generation. 

• Maintain data and information and ensure records are correct, accessible and correctly 

maintained. 

• Support the Tourism Service Officers during peak periods or periods of leave, including working 

as a Deckhand on the PV Jandra. 

• Undertake cleaning and general maintenance works on the PV Jandra and to the Crossley 

Engine to ensure they are safe, well-kept and in working order. 

• Operate the Crossley Engine and supply information to visitors. 

• Contribute to the performance of Council: leading by example, demonstrating professional 

conduct, making the best use of knowledge, experience, and skills, and being accountable 

for the decisions made. 



• Ensure a safe working environment by taking accountability for own actions and complying 

with Council’s WHS policies and procedures. 

The employee is required to undertake any other duties, projects or tasks as directed by the 

Manager/Supervisor, which are within his/her skills, competence, and training. 

The employee is to comply with the organisation’s policies and procedures (as varied from time to 

time) and undertake training and development. 

 

Essential Criteria 

1. Certificate III in Business or related field, coupled with demonstrated experience in a similar 

role, or solid demonstrated contemporary experience in a similar role with ongoing 

professional development. 

2. Current knowledge and demonstrated experience providing administrative support. 

3. Proven focus on delivering quality customer service. 

4. Demonstrated experience with Microsoft office suite, including Word, Outlook and Excel. 

5. Proven ability to supervise a small team, work productively as team member and contribute 

to team goals. 

6. Demonstrated communication and organisation skills with a strong attention to detail. 

7. Class C Driver Licence (manual) 

Desirable Criteria 

1. Demonstrated experience in a retail or tourism environment. 
 

Date: 

Agreed: 

_________________________________   ____________________________________ 

Name (please print)     Signature 

 

 

 


